BY ORDER OF THE COMMANDER 911th AIRLIFT WING INSTRUCTION 32-9001
911TH AIRLIFT WING 29 December 1997

Real Property Management

KEY CONTROL

COMPLIANCE WITH THISPUBLICATION ISMANDATORY

NOTICE: Thispublicationisavailabledigitally onthe HQ AFRC WWW siteat: http://www.afrc.af.mil
and the AFRCEPL (CD-ROM) published monthly.

OPR: 911 AW/ CERR (Concetta J. Barrett) Certified by: 911 AW/CC (Col F. Baxter Lane)
Supersedes 911 AG 87-2, 1 September 1992 Pages. 4
Distribution: F

Thisinstruction implements AFPD 32-90, Real Property Management. It establishes and implements an
effective key control policy for thisinstallation.

SUMMARY OF REVISIONS

This revision updates and streamlines previous guidance.

1. General. Key control shall be the responsibility of all personnel, the Building Managers, and the
responsible Division Chief/Unit Commanders through Base Civil Engineering key control personnel.
The Base Commander established policy on key control.

1.1. The Base Redlty Specialist is the primary key controller and is responsible for all keys. When
the Base Realty Specialist is off duty, the Shop L ocksmith or Chief, Operations and Maintenance
becomes responsible for key control. If thereisan emergency need for access to abuilding after duty
hours, the building manager or division chief must be contacted first. After failure to reach these indi-
viduals and emergency access still exists, contact Security Police.

1.2. The Civil Engineering Rea Property Section with Base Commander approval will authorize the
issuance of keys to base personnel and enforce an effective key control system.

1.3. Building Managers will coordinate with appropriate division Chiefs and/or Unit Commandersin
their building to determine who will be authorized keys for specified areas.

1.4. Accessisgiven ONLY to areas where need can be demonstrated. All requests for keys must be
made in writing. See sample request letter in Attachment 1. The request must include a justification
for access into each areafor which akey isrequested. Such justification could include but not be lim-
ited to the following - work necessities (electricians, engineers, housekeeping, etc); assigned office;
assigned shop; areas of responsibility (division chief-access to entire division).
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1.5. Key audits will be made annually during the months of January and February through division
chiefs and building managers. A written reply will be submitted to the realty specialist (CERR)
through the building manager not later than 1 March of each year.

2. Proceduresfor Requesting K eys:

2.1. All requestsfor keys must be made through the building manager. Requestswill be submitted in
letter format using the attached sample as aguide. The request for keys will include proper justifica-
tion for need of keys along with the names of personnel to sign for the keys. Therealty specialist has
the authority to disapprove requests.

2.2. Only the building manager or their alternate has the authority to authorize and sign the key
request letter for the issuance of keys. Building managers must obtain the signature of the division
chief/unit commander.

2.3. The completed request form is forwarded to the realty specialist (CERR) for obtaining the
requested keys. Only the Realty Specialist or Chief, Operations and Maintenance can authorize cut-
ting keys. The building manager will be notified when keys are available for issuance. Approxi-
mately five working days should be allowed. Keys must be picked up within five working days of
notification from CERR, unless special arrangements are made.

2.4. Every person (NO EXCEPTIONS) receiving akey must sign for the key through Civil Engineer-
ing Real Property, acknowledging they have read and understand the policies outlined in this regula-
tion.

2.5. Every key ispersonally identified by RECORDS. All keysissued on a“Permanent” basiswill be
retained in the possession that individual at all times.

2.5.1. Practices, such as leaving keys on desk, loaning to other personnel, etc. will be discontin-
ued.

2.5.2. Keysissued are the property of the U.S. Government. If akey istampered with or dupli-
cated, disciplinary action will be taken.

2.5.3. A nonrefundable charge of $5.00 will be made to any person losing their key. Payment will
be made to the Base Finance office. A nonrefundable charge of $25.00 per additional lost keys
will be made thereafter. Keys will be reissued to the responsible person when areceipt is pre-
sented indicating payment has been made.

2.5.4. Unannounced key audits will be made periodically in addition to the annual audit required
in paragraph 1.5 above. These audits can be made by division chiefs, unit commanders, building
managers and the realty specialist separately or together.

2.5.5. Persons losing a key three times during a 12-month period will no longer be authorized a
key.

2.5.6. Keys will be returned to the real property office upon resignation, termination, reassign-
ment, etc. Thisincludes all division transfers, and reassignments. Real Property will be listed on
the Base Civilian and the Military Personnel clearing checklist, which required the signature of the
Realty Specialist, Shop Locksmith or Chief, Operations and Maintenance. Reserve personnel
out-processing during a Unit Training Assembly (UTA) must turn in keys to appropriate building
managers. The building manager must turn in the keysto Real Property to clear the records.
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3. Proceduresfor In House Civil Engineering Key Requests:

3.1. Building managers and division chiefs are responsible for ensuring civil engineering work force
and all contractors have access to areas that are required to have work performed during normal duty
hours. If the building manager or division chief cannot be reached to access a building, keys will be
provided at the service call desk (CEORC) Bldg 342.

3.2. Keysrequired for contractors will be requested in advance and signed for by the inspector or
engineer responsible. Keyswill be returned by the end of each workday. Contractors will be advised
of their responsibility and costs of lost keys.

3.3. The emergency key control cabinet required to be maintained by Real Property is for extreme
emergency Situations and is not to be used just for convenience.

4. Lost/Solen Keys:

4.1. Any person losing keys must notify their immediate supervisor and building manager immedi-
ately to ensure against compromise of the system. The building manager will notify real property by
telephone or in person and follow up by submitting a Lost Key Report.

4.2. Upon receiving notice of a compromised area due to lost or stolen keys, the real property office
will:

4.2.1. Have all affected cores replaced, if deemed necessary.
4.2.2. Re-issuekeysto affected area, if applicable.

4.2.3. Notify individual that an initial nonrefundable cost of $5.00 or second offense nonrefund-
able cost of $25.00 isrequired prior to reissue of keys.

4.2.4. Notify division/unit involved that the cost for re-keying an area due to lost/stolen keys or
duplicated keys istheir responsibility. A letter to FMF requesting costs be taken out of divisions
funds will be initiated.

F. BAXTER LANE, Col, USAFR
Commander
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Attachment 1

SAMPLE KEY REQUEST LETTER

DEPARTMENT OF THE AIR FORCE
AIR FORCE RESERVE COMMAND

(DATE)
MEMORANDUM FOR CERR
FROM: Division Chief
SUBJECT: Request of Issue of Building Keys AW 911 AW 32-9001
1. Requestfor ___ keysfor Building # , Room to beissued to
2. Justification for access:
. (Justification

could include but not be limited to - work necessities (electricians, engineers, housekeeping, €tc);
assigned office; areas of responsibility (Division Chief accessto entire division), etc).

3. Advise me when keys are available at extension . (Allow at least three to five days for
completion). Keys must be picked up within five days of notification, unless specia arrangements are
made.).

Signature/Division Chief Signature/Building M anager
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